
O f f i c e  o f  A c c o u n t i n g  Services - so-204 
~ __ - - - -  --- -- Office of Budge t  A d m i n i s t r a t i o n  Dere Cornplated 
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<-_. I - I F i s c a l  A c c o u n t i n g  and Control S y s t e m  (FACS) F i l e s  
Whet is the functi&~tbDiviricn and the dtrm in which thQ rroord ~ i o n  ir created? 

- - _", ---- , .- - __ -_ __-___ .- -- - _ - -  -- 

S E E  ATTACHED DESCRIPTION 
f 

I 

i 
i 
, 7 ~ r ~ r d r  SC:I@C &;rrtptbn 

n D ~ c m - m t ~  reiatlny to Docum-nts r e l a t i n g  to  tho F i s c a l  A c c o u n t i n g  and Control S y s t e m  (FACS).  The 
: FnrS  Sq ' s t e :~~  i s  a uniform and s t a n d a r d i z e d ,  f inanc ia l  and b u d g e t a r y  a c c o u n t i n g  and  control ' 

sys tc r : )  for r e c o r d i n g  and r e p o r t i n g  the r e c e i p t  and d i s b u r s e m e n t  of f u n d s .  I t  is d e s i g n e d  
I for d e p a r t m e n t s  to  r e t a i n  c o m p l e t e  responsibility and control o f  their a c c o u n t i n g  o p e r a t i o n  
\ and w l l l  h a v e  maximum f l e x i b i l i t y  i n  me.?tiny their p a r t i c u l a r  a c c o u n t i n g  needs and r e p o r t i n g  

r e y u i r e z c n t s ;  also t o  a s s i s t  the user a g c m i e s  b y  e x p e d i t j n g  thc p r o c e s s i n g  of a c c o c n t i n g  
d a t a  and  by p r o v i d i n g  c o m p r e h e n s i v e  r e m r t i n g  c a p a h i l i  t ies.  

- "  - - _ _ ~ I  - _  -_- - .__- I  I I-- - - -_ __ 1- - _ -  - _. I - - - ~  - _  t Thti fik contslnr the following doturrsnts(lnslude ftxm nurnberind d t h ,  Haw) :  Attach cpmpler of the flk. 

' 

- 8  i ; J n c l u d e d  a r c  Iiumt'rous r e p o r t s  t h a t  re f lect  the s t a t u s  of c x p m s e  and  a l l o c m p n t  b a l a n c e s .  
i 
f 

I 

i 



i I 

c - ~ --* - - ~ - , - -_  -- -- -I _ .  - - - - - _ - -  - - - -  
1 2  Appro& Digmition lnrtructionr This apc~ncy ncximmencls that the file w r w  b cut off a t  the end bf each. 

OClimndar Yoor, a Fiscal Year, OOthw - -- I ___ _ _  - -. --- - --. tho% 
1 0 Haid In tho Current filer area --_ _ _  M t h ( s l  _- ~ _I - ~ . y ~ ( o ) ;  then 

0 Transfer to kxd holding am3, hold - ~ - - 
a Trrfiifsr to Strn R-& Cants:, hoM - _- __ . ymods); then 

. Wdd. then 

i- 
0 [ )e I t roY 

0 Other Isfx€iry) 
. Trm8fmr to stsrr Archlws for permnent ntontien. I 

C l a s s i f i c a t i o n  #1....5 y e a r  retention - c u t  O f f  f i l e  a t  the end o f  the f i s c a l  year; h o l d  
one' ( 1 )  y e a r  i n  the o f f i c e ;  then t r a n s f e r  to  the S t a t e  Recards  Center or l o c a l  s t o r a g e  

E a r l i e r  t r a n s f e r  to s t o r a g e  areas i s  a u t h o r i z e d ,  
PLFASE NOTE: c l a s s i f i c a t i o n  #I reports a r e  n o r m a l l y  used to p r o v i d e  a n  a u d i t  trail and to 
r z i s f y  a u d i t  and A d m i n i s t r a t i v e  r e q u i r e m e n t s .  

I - - ----- --- - 

! a t e ;  for f o u r  ( 4 )  y e a r s ;  then d e s t r o y .  
- _ _  - 

i 
i 1 C l a s s i f i c a t i o n  #2.. . . S a t i s f a c t i o n  o f  reference needs-Hold i n  o f f i ce  unt i l  prob lems  are re- 
' solved, errors a r e  corrected and u n t i l  no l o n g e r  needed as  a reference document I then 

des t r o y  . 
PLEASE NOTE: C l a s s i f i c a t i o n  2 reports a r e  not n o r m a l l y  used to  s a t i s f y  S t a t e  and Federal  
2 u d i  t r e p i  rements, b u t  used fo r  referenctl and s u p p o r t i n g  documentat ion  to  other a u d i t a b l e  

-- - .  

T"~&t&&aaons apply to all prior mnd futun rccumuktiens of the wrm. 

J 
J -c_-. ... ... . 



DEPARTMENT O F  . 
ARCHIVES AND HISTORY 
ATLANTA, GEOROlA 30134 

DIRECTOR 656-2358 
INrORMATION 656-2381 

AREA CODE 404 

November 27, 1979 

M r .  W i l l i a m  J. NcDonald 
Records Managerrrtnt Officer 
Georgia Department of Human &sources 

Atlanta, Georgia 30334 
621 Health Building 

Dear B i l l :  

Hamon Smith and Mary H a l l  have sham me your pmposed method fo r  
writing retention schedules for  the Fiscal Accounting and Control System 
(FACS). Under normal conditions such a method muld not provide us w i t h  
enough infonrration about each series to  make a proper archival appraisal. 
A t  the same time, however, we fee l  'that there is very l i t t le likelihood 
that any of these detailed f i sca l  reports muld  have permanent research 
value. Also, we can appreciate the enomus  m u n t  of time that would be 
required for  a detailed description of each conputer printout report. 
W e  w i l l ,  therefore, accept your use of th is  method under two conditions: 

(1) that this method is to  be used only fo r  the FACS schedules, and 
(2) that no additional computer printout reports be included under 

That is, any new Feports that are added later should be this schedule. 
scheduled separately. 

I appreciate the f ine work you are doing to  further records managanent 
i n  your department. Iet us knm whenever we can be of help to you. 

Sincerely, 

(Miss) Carroll Hart  
D i r e c t o r  
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2002 

2003 

2004 

2005 

2007 

2008 

2009 

201 0 

201 1 

201 2 

2020 

2021 

2022 

2023 

2024 

2025 

2026 

2028 

2030 

2031 

2032 

2033 

2034 

2035 

-. 

2036 

i '* . 

2c 

rL '. 

FACS REPORTS 
---I - .  --_ - - - - 

Report Name 
_______?____  - __- - -_-I - - - 35-J- 

Expense S u b - s y s t e m  J o u r n a l  
30- z 
Expense Sub- Sys tem J o u r n a l  YTD 

3 0 - 3  
Reference No. S t a t u s  R e p o r t  
3 0 -  4 
YTD R e f e r e n c e  Numhcr S t a t u s  Report 
3 0 - 5  
Travel C o n s u l t a n t  Log 

30 -6 
Monthly  D e t a i l  A c t i v i t y  
30-7 

3 0 - 8  
D&ly E x p .  Sub- Sys t em  J o u r n  1 

Month, Q u a r t e r ,  or YTD Expense A c t i v i t y  

YTD Expense  A c t i v i t y  

Month, Q u a r t e r ,  or YTD ECOA D e t a i l  

3 0 -  9 

3 0 -  I 0  

30- 1 
Month, Q u a r t e r ,  or Y T D  Cash  A c t i v i t y  
3 0 -  I2 
YTD Cash  A c t i v i t y  
30- 13 
Cash D i  sb urs emen t s J o  urna 1 

30- 14 
S o u r c e  of D i s b u r s e m e n t s  

30- 15 
Fund Soume Disbursement Monthly & t a i l  
30 - IL 
Fund Source Disbursemen t  Mon th l y  Recap.  

Bank econcil i a  ti on R e p o r t  - O u t s  t a n d i n g  
Checks 

Paid  V e n d o r s  Report 

P a y a b l e s  Due 

P a s t  P a y a b l e s  Due 

30- \a 
ao- 163 

30- I c t  

30-ao 

30-2' 
O u t s t a n d i n g  P a y a b l e s  by Vendor  
30- 3% 

30 - 23 

80- a4 

O u t s t a n d i n g  O b l i g a t i o n s  b y  P r o j e c t  

O u t s t a n d i n g  Encumbrances 

O u t s t a n d i n g  Encumbrances- 1st  T.cvc1 
Organi  za  t ion 

80- 25 
O u t s t a n d i n g  Encumbrances-2nd Lcvcl 
O r g a n i z a t i o n  

- I - - 

Retention 
Xassification 

_. _. 

I 

1 / M f  iche 

I/Mf iche 

1 

2 

? 

2 

Z/Mfiche 

1 

Z /Mf iche 

l /Mfichc 

1 

z 

1 1  

2 

2 

1 

1 /Mf i che'' 

2 

2 

2 

1 

2 

3 

2 

Custodian of 
Record Copy 

Offc. Acct . S v c s  . 
r )  

11 

I 1  

I1 

11 

II 

II 

I 1  

II 

I 1  

II  

. I t  

fl 

I1 

II 

I 1  

I 1  

I I  

II 

I1  

I I  

I 1  

I1 

0 

, 

c . 

Retn. Clars for 
Dist. Copies to 

Iffker, Inst., E t c .  

N / A  

2 

2 

N / A  

N / A  

N / A  

.. 
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-- - 
2037 

2038 

2039 

2040 

2041 

2042 

2043 

2044 

2045 

2046 

204 7 

2048 

20 50 

2051 

2052 

2053 

2054 

2055 

2056 

2057 

2058 

2059 

2060 

2061 

2062 

/ 

I$ 
L- 

' 
c, 7 

FAGS REPORTS 

R u p m  Name 
__l - - --- 3 --1- - 

G-2c  
3 u t s t a n d i n g  O b l i g a t i o n s  by O r g . / P r o j .  
30-3-7 
'rior Year  P a y a b l e s  A c t i v i t y  
*-a= ' 
3 u t s t a n d i n g  P a y a b l e s  b y  Fund S o u r c e  

80 -24 
Yxpense  F i l e  Upda te  Proof L i s t  
80-30 
Sxpense T r a n s a c t i o n  Code D a i l y  
€30-3 
? e d i s t r i b u t i o n  A c t i v i t y  

:heck A u d i t  Upda te  E x c e p t i o n s  

3 u p l i c a t e  a n d / o r  C o n f l i c t i n g  I n p u t  L i s  

eo-3Lt 
C o r r e c t i o n s- 7 7  
eO-35 
Transaction F i l e  Error Messages  
€30 - 3 G  
Batches P e n d i n g  R e p o r t  

80 -37 
Check Run Errors 
00-36 
Vendor  Code Book- Alphabe t i c  

Vendor  Code Book-Numeric 

Forced Budget  U p d a t e s  

Budge t  O v e r r i d e s  b y  Organi  z .  

E x p e n s e s  R e j e c t e d  i n  Budget  b y  B a t c h  
80-43 
Expenses R e j e c t e d  i n  Budge t  
00 -qLt 
Budge t  O v e r r i d e s  b y  A c t i v i t y  
0 0 - d S  
E x p e n s e s  P o s t e d  t o  Budge t  

w-32 

B O - 3 3  

80 -3c, 

BO-L-lO 

00-L.I( 

80 -LtL 

80- 46 
Expenses N o t  S e n t  to Budge t  
8 0 - 4 7  
S m a r y  Budge t  O v e r r i d e  R e p o r t  
a ~ - 4 8  
Outs  t a n d i n g  Pa ya bl es 
So- Y q  
O u t s t a n d i n g  P a y a b l e s - 1 s t  L e v e l  
Organi  za t ion 

O u t s t a n d i n g  Payables- 2nd Level 
O r g a n i z a t i o n  

Bc- 50 

- - -  

Retention 
lassification 
- --_ - - 

/Mfiche 

) 

/Mfiche 

1 

1 

) 

I 

? 

? 

? 

? 

? 

2 1  

2 

2 

2 

? 

2 

2 

2 

2 

1 

z 

1 

_ ' _ _ _ _ _  - - -  _. 

Custodian of 
Record Copy . -- - _ _  _ "  - _  

Off. A c c t .  S v c s .  

It 

t# 

I f  

t t  

I I  

I f  

I I  

I t  

# I  

I I  

It 

# I  

I I  

O f f .  Budg. Admin. 

t I  

O f f .  A c c t  . S v c s  . 
O f f .  Budg. Admin.  

tf 

I t  

0 

I t  

Off. A c c t .  S v c s .  

1) 

_ _ _  - -  ~ 

Retn. Class for 
Dirt. Co(iier to 
Hices, Inot., Etc. .-- - 

N / A  

N / A  

N / A  

N / A  

N / A  

N / A  

N / A  

N / A  

N / A  

2 

N / A  

N / A  I 

N / A  

N / A  
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I 

,. . 
__-- ,- -- 

Heport tr 
- - -  

2065 

2070 

2071 

2075 

2080 

2081 

21 00 

21 01 

2102 

21 20 

2122 

21 30 

21 31 

21 32 

2160 

21 70 

21 80 

21 90 

2202 

2203 

221 0 

2211 

221 2 

221 5 

221 6 

221 7 

2b 

i. % 

FACS REPORTS 

Report Name 

- _ _  . - ~ __---  -- - ., -c -- 
86-5 I 
Outs tand ing  Payab les  b y  O b j e c t  C l a s s  
00-5?- 

O f f l i n e  Expense E n t r y  Report 
80-53 , 

O f f l i n e  Encumbrances Repor t  

80- 54 
PCOA Expend i ture  Repor t  

BO-55 
A c c t .  Pay .  D i f f .  Report  
$33-56 

Cash D i f f .  Report  

60-57 
Labor Exp. Journal  b y  Org.-Pa! 
80-50 

Period 

fibor Exp. Journa l  by 0rg.-Month 
€ 3 0 - 3  
Labor Exp. Journal  b y  0rg.-Qtr. 
.go - t o  
Labor Exp. Journa l  b y  P r o j e c t- P a y  
Per iod  

Labor Exp. Journa l  b y  Pro j . -Qtr .  . 

Labor Exp. Journal  by FS-Pay Period 

80-61 

80 -b2 

80-63 

60-GLC 

80-65 

&-bd 

Labor Exp. Journal  b y  FS-Month 

Labor Exp. Journal b y  FS- Qtr ly .  

Labor Expense Sununary 

Labor Charges-Audi tor 
BO-b7 

Labor D i s t .  Control T o t a l s  

Labor D i s t .  Errors 
BO-CgC3 

Bo-64 

eo - 70 
Revenue Suhsy .  Journal-Month 

Revenue Subsy .  Journal-YTD 
80-7 I 
Org. Revenues-Ronth,  Qtr., YXD 
80- 72 

Project Revenue-No., Qtr., YTD 
fi30- 73 

80- 74 
a- 75 
80-7d s 

Fund Source-Month, Qtr. ,  YTD 

Organization Revenues-YTD 

Project Reven ues-YTD 

Fund Source  RevenuepYTD 

Retention 
2assification 

1 (. 

1 

1 

1 

1 

1 

1 / M f  i che 

2 

1 

1 / M f  iche 

1 

1 

2 

2 

1 / M f  i che 

1 

1 

1 / U f  iche 

1 

1 

1 

I r_ 

Custodian of 
Record Copy 

., . __ 

O f f .  A c c t .  Svcs. 

If 

II 

I I  

11 

l i  

I1 

I 1  

II 

ll 

I 1  

I I  

If 

I I  

I I  

I 1  

I 1  

I I  

I1 

II 

I1  

If 

II 

I 1  

I 1  

If 

Retn. Class for 
Dirt. Copies to 

Iffices, Inst., Etc - -  

N / A  

N / A  

N / A  

N / A  

N / A  

2 



. -  

.. 
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f 

FA& REPORTS f L 

2220 

2221 

2225 

2230 

2231 

2235 

2236 

2240 

32-11 

2243 

2250 

2251 

2255 

2300 

2302 

2310 

231 1 

2312 

2320 

2321 

2322 

232 3 

2324 

2325 

2 326 

232: 

Report Name 
_._ _ I  - 
80- 77  

60- 76 

Bb- 7q 

0O-BO 

6 0 - 0 1  

SO-eZ 

Cash R e c e i p t s  J o u r n a l- D a i l y  

Cash R e c e i p t s  Journal- Month  

Customer S t a t  emen t 

A c c o u n t s  R e c e i v a b l e  

A c c o u n t s  R e c e i v a b l e  b y  Fund S o u r c e  

A c c o u n t s  Receivable A g i n g  

A c c t s .  Receiveabl e-Current 

Revenue  F i l e  Upda te  Proof L i s t i n g  

T r a n s a c t i o n  Code D a i l y  A c t i v i t y  

Revenue Upda te  Errors 

Customer Code B o o k- A l p h a b e t i c  

Customer Code Book-Numeric 

Customer A c t i v i t y  R e p o r t  

Org./Proj. Budge t  Proof L i s t  

Org./ProJ. Amendment Proof L i s t  

Bo-83 

80-84 

00 - €35 
60-- 

00-€37 1 

80- 8s 

f30-&4 

so -40  

BO- 91. 

8992- 
A c t i v i t y  B u d g e t- 1 s t  L e v e l  
530-93 

80-94 

80-45 

SO- 96 

00-47 

00-98 

B o 4 4  

go- 100 

A c t i v i t y  Budget- 2nd L e v e l  

A c t i v i t y  Amendment 

I n i t i a l  Budge t  Load C o n t r o l  

In1 t i a l  B u d g e t  Load A c t i v i t y  Budge t  

I n i t i a l  Budge t  Load Dept.  Budge t  

I n i t i a l  Budge t  Load 1st L e v e l  Org .  

I n i t i a l  Budge t  Load 2nd L e v e l  Org .  

I n i t i a l  Budget  Load 3rd L e v e l  Org .  

60- I 
I n i t i a l  Budget  Load O r g a n i z a t i o n  

$30- DL 
I n i t i a l  Budge t  Load Org./Proj. 

- - -  ~~ - -- 
Retention 

:lassification 
t - 1  

1 

1 

2 

1 

1 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

~ _ _ _ -  -__-- - 
Custodian of 
Record Copy 

~ - - - I_"._ --- 

Off . A c c t  . S v c s  . 
I 1  

n 

I 1  

I1  

I 1  

n 

II 

It 

II 

rr 

II 

II 

Off. Budg. Admin.  

n 

n 

II 

11 

n 

n 

II 

I 1  . . 
II 

II 

I 1  

I 1  
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. -  

- --- 

Rvport z 

- -  

2330 

2331 

2332 

2333 

2334 

2335 

2336 

2337 

2339 

2340 

2341 

2342 

2343 

2344 

2345 

2346 

2400 

2401 

2402 

2403 

241 0 

2411 

2412 

241 3 

2414 

2420 

- 
80- 

Budge t  

I , 
c 1 

FACS REPORTS 

Report Name 

- - - -. . - - . - , - . __ 

03 
Amendment Control T o t a l s  

80- loq 
Amendment A c t i v i t y  Budge t  
60- 1- 

Amendment Depar tmen t  Budge t  
80- I 0 6  

Amendment 1st L e v e l  Org .  B u d g e t  

Amendment 2nd L e v e l  Org .  Budge t  
80- I07 

80- roB 
Amendment 3rd L e v e l  Org .  Budge t  

€30 - ID% 
Amendment r g a n i z a  t ion  Budge t  

Amendment Org . /Pro j .  Budge t  

g u d g e t  Amendment Sumnary 

Zero O r g a n i z a t i o n  B u d g e t s  

Zero A c t i v i t y  B u d g e t s  

ESO-IIO 

630- 1 I \ 

80- 1 1 3 -  

€30- \\3 

80- \lee 
O r g a n i z a t i o n  Budg. Delete Proof L i s t  

80- l\5 
O r g a n i z a t i o n  Budge t  D e l e t e d  
80- I \ &  

€30- I17 I 

ao- I \s  
80- l l c t  

A c t i v i t y  Budg.  Delete Proof L i s t  

A c t i v i t y  Budge t  D e l e t e d  

Budge t  Organ.  b y  A c t i v i t y  

Department G e n e r a l  L e d g e r  

Fund Source G e n e r a l  L e d g e r  

T r u s t  Fund General L e d g e r  

A p p r o p r i a t i o n  General L e d g e r  

Bo- 1x0 

Bo - IZI 

00-122 

80- 1E3 
l k p a r t m e n t  T r i a l  B a l a n c e  

63a-ISlC 
Fund Source T r i a l  B a l a n c e  

T r u s t  Fund T r i a l  B a l a n c e  

A p p r o p r i a t i o n  T r i a l  Balance 

FS b y  Appn. T r i a l  B a l a n c e  

Depar tmen t  B a l a n c e  Sheet 

so- 115 
&o- 13-6 

80- iL7 

80- 128 

_ -  - - -  

Retention 
:lassificatior 

- ._ 

2 .  

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 '  

2 

2 

1 

1 

1 

1 

1 /Mf i che 

1 

l/Mfiche 

1 /Mf i che 

1 /Mf i che 

1/Mf i che 

r_ I 

. - - -  

Custodian of 
Record Copy 

-- - - _ _  --  

Off. Budge t  Admin 

I 1  

II 

11 

II 

I 1  

II 

II 

II 

I 1  

I I  

II 

I 1  

I# 

ll 

I 1  

O f f .  A c c t .  Svcs. 

II 

I 1  

It 

rr 

It 

I 1  

I 1  

I# 

I 1  
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FAGS REPORTS 

1 /Mf i che 

l/Mfiche 

1 

12 

~2 

12 

Retention 
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